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CHAPTER I 
INTRODUCTION 
CHAPTER I 
INTRODUCTION 
Reason for this Paper. This paper represents the summary of 
observations, activities, and conclusions resulting from a two-year 
study of scheduling and programming procedures at West Springfield Senior 
High School in West Springfield, Massachusetts. It is not intended as an 
extensive research work, nor a comprehensive plan to solve all problems 
pertaining to scheduling and programming in modern high schools. Rather 
it is a detailed, analytical summary of the particular procedures used 
in one large, comprehensive, modern school, designed to meet the needs 
of youth today. 
From the multitude of administrative duties handled by the writer 
during his internship in administration, scheduling and programming 
have been chosen as his specific interest. This choice was made chiefly 
due to the limitations of his own time and teaching load during the 
school year. Most of the on-the-job training in scheduling and pro¬ 
gramming took place during the summer vacations, the time most principals 
undertake the bulk of this administrative duty. 
Experience obtained during the school year included guidance 
counselling, punch card sorting and census taking, pupil program ad¬ 
justment, preliminary schedule planning and evaluation of the pro¬ 
gramming. Full-time summer training covered every administrative and 
clerical task concerned with the scheduling and programming. Every phase 
of scheduling and programming described in this paper has been carried out 
or critically analyzed by the writer, while assisting two separate ad- 
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ministrators at the high school. 
In general, the basic procedures used to accomplish this work at 
the West Springfield High School were originally planned and executed by 
the former principal, Mr. Chris Grammaticas, now superintendent of the 
West Springfield public schools. His successor, Mr. Robert C. Shields, 
carried on this system with certain modifications and additions. It 
is these two men to whom the writer owes a debt of gratitude for their 
kind consideration and instruction. 
Organization of Paper. Following the introduction and organizational 
outline is a review of literature pertaining to scheduling and programming 
in secondary schools. A majority of the information deals with recent 
innovations such as punch cards, machine scheduling, and other efficiency 
ideas. From these ideas came many of the scheduling and programming 
procedures used in West Springfield and mentioned in the last chapter. 
It is thought that the organizational situation at West Springfield 
Senior High School is typical of other moderately large, comprehensive 
high schools. However, unique variables are bound to be present which 
would be of interest to the reader, and which may possibly render the 
conclusions of this paper invaluable to his particular needs. Thus a 
chapter is included which depicts the character of West Springfield, the 
school system, and the high school. 
Finally the experiences of programming and scheduling occurring during 
the internship are discussed analytically. In order to preserve the 
continuity of the various steps and procedures, comments, criticisms, 
and conclusions are included concurrently as each topic is covered, 
rather than isolated in a separate section. Since the internship 
4 
consisted of a two-year study and practical application of ideas dis¬ 
covered, procedures early criticised were eliminated and recommendations 
applied. Thus the final year's work, which is depicted here, is a re¬ 
vision and refinement in itself, with the result that there are fewer 
suggested changes left to be made than would otherwise have been the 
case. 
CHAPTER II 
A REVIEW OF LITERATURE PERTAINING TO 
SCHEDULING AND PROGRAMMING IN 
THE SECONDARY SCHOOLS 
CHAPTER XI 
A REVIEW OF LITERATURE PERTAINING TO SCHEDULING AND PROGRAMMING IN THE 
SECONDARY SCHOOLS 
In this chapter an attempt will be made to review a cross section of 
literature dealing specifically with modern scheduling and programming 
procedures in secondary schools. Descriptions of material will be kept to 
a minimum as the last chapter of this paper covers most of the details 
concerned with this topic. 
Comprehensive Readings in Scheduling and Programming. "Making a 
schedule ranks in frequency in duties performed by high-school principals." 
This quotation introduces an article by Donald J. Eveslage, Principal of 
the Frazee High School, Frazee, Minnesota, in the October, 1950 issue of 
2 
the NASSP Bulletin. The quotation was taken from Duties of School 
Principals by Paul B. Jacobson and William C. Reavis. In the newer 
edition of this book, entitled The Effective School Principal the authors 
have eliminated this statement and replaced it with, "It is now generally 
recognized that the making of a satisfactory schedule is one of the first 
o 
tests of the competence of a principal." The latter quotation begins an 
excellent summary of secondary school schedule making. Chapter four of 
this book by Jacobson, Reavis and James D. Logsdon is comprehensive, 
^Paul B. Jacobson, and William C. Reavis, Duties of School Principals 
(New York: Prentice-Hall, 1942), p. 71. 
2 
Donald J. Eveslage, "Scheduling Balanced Classes", The Bulletins of the 
NASSP- XXXIV, No. 172 (October, 1950), p. 47. 
3 
Paul B. Jacobson, William C. Reavis and James D. Logsdon, The Effective 
School Principal (New Jersey: Prentice-Hall, Inc., 1956), p. 68. 
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Detailed, easily understood and very modern, mentioning the most up-to- 
date ideas in scheduling. If an administrator were to read only one source 
on the subject, it seems this would be an excellent choice. The following 
are some of the areas covered by this book: The importance of schedule 
making in secondary schools, steps in schedule making, preliminary 
registration, list of rooms, tabulation and use of preliminary registration 
data, group or block methods, criteria of a good master schedule, the mosaic 
method, conflicts, a conflict sheet, assigning students to class sections, 
making a schedule by machine, etc. 
Douglas E. Lawson in his book. School Administration^- cites the 
Jacobson and Reavis work on class scheduling as "one of the best treatises 
on the subject.In his exposition, Lawson does not stray too far afield 
from their basic ideas. He does, however, simplify the operation into 
outline form and states seven "Principles of Schedule-Making," and nine 
"Steps in Schedule-Making. 
Another comprehensive report of scheduling and programming procedures 
in modern high schools is included in chapter 12 of American High School 
Administration, by Will French, J. Dan Hull and B. L. Dodds.7 This work 
is helpful in that it discribes a step by step order of events in "con¬ 
ventional schedule making."® 
^Douglas E. Lawson, School Administration (New York: Odyssey Press, 1953), 
pp. 89 ff. 
5lbid., p. 89. 
6Ibid., pp. 90-91. 
7Will French, J. Dan Hull and B. L. Dodds, American High School Administra¬ 
tion (New York: Rinehart and Company, Inc., 1957), pp. 271-289. 
8Ibid. 
8 
The authors break down the key policies and procedures into thirteen 
successive points. These are similar to those in West Springfield except 
that the whole operation must be accomplished before the summer vacation 
to allow the faculty time to preview the master schedule and make 
suggestions. This chapter also advocates greater use of pupil help 
in filling out and duplicating records and forms during homeroom period. 
A fourth summary which covers all phases of schedule making is by 
Philip W. L. Cox and R. Emerson Langfitt. This book. High School Ad- 
o 
ministration and Supervision distinguishes between various sizes of 
small high schools. This deals with a specific problem not of interest 
in West Springfield. The other material in the chapter has been helpful 
on such topics as "distributing the teacher load, the lunch period, 
homogeneous grouping, the 'block' method, the 'mosaic' method, and the 
combination method."^ Other areas mentioned are the conflict sheet, 
special classes, and registration and scheduling in large high schools. 
For a new administrator with little experience in scheduling and 
programming, Leo Ivok's work on How to Prepare the Schedule for a 
Secondary School,^ number 5 in Harvard Workshop Series, is certainly 
notable. As Hr. Ivok states in his Introduction, "This pamphlet is for 
^Philip W. L. Cox and Emerson R. Langfitt, High School Administration and 
Supervision (New York:. American Book Company, 1934). 
10Ibid. 
HFred Ivok, How to Prepare the Schedule for a Secondary School (Harvard 
Workshop Series: No. 5 Cambridge, Massachusetts: Graduate School of 
Education, Harvard University, 1947). 
9 
principals who want a step-by-step method of preparing a schedule, in 
place of the trial and error procedures commonly employed. The method 
includes a new device - Pupils’ Studies Sheet-which makes possible the 
fitting of the schedule to the needs of the pupils. The teachers' time 
sheet and the pupils' schedule of studies are developed simultaneously 
without conflict. 
Nevertheless, it is limited for use at West Springfield High School 
because of the size and complexity of the program of studies. Moreover, 
the plan does not indicate a punch card system and there is some doubt 
as to whether one could be efficiently incorporated. 
One problem with all of these textbook type summaries is that they 
either lack the latest methods of handling the stated procedures or else 
mention them very briefly. There are rather recent articles which are 
comprehensive and also extremely specific in their description of these 
new developments. 
One of the best and most recent of these is a short article by 
James F. O'Brien in the October 1958 issue of The Bulletin of the Na¬ 
tional Association of Secondary-School Principals, entitled, "A New 
13 Look in Schedule Building." This was brought to the attention of 
the administration of West Springfield High School by the Royal McBee 
Company, which supplies the cards and equipment used by Mr. O'Brien at 
■^Ivok, op. cit. , 
■^James F. O'Brien, "A New Look in Schedule Building," The Bulletin of 
' the NASSP, XLII, No. 240 (October, 1958). 
10 
the Clay Senior High School in Oregon, Ohio, and mentioned in his article. 
The plan described is precisely the same as that now employed at West 
Springfield and discussed in this paper. There are a multitude of other 
complete reports on the procedures of scheduling and programming. Most 
every textbook on school administration dedicates a chapter to this 
perennial problem; most administrative journals periodically contain 
articles featuring some new innovation to better meet the problem. The 
October, 1950 issue of The Bulletin of the National Association of 
Secondary-School Principals has five such articles, all with a complete 
system based on some particular mechanical plan or device. All in all, 
they are not so very different from the punch card system described in 
Chapter IV of this paper. 
Frank L. Templeton, Assistant Principal of the Bloomington High 
School in Bloomington, Indiana, advocates the use of International 
Business Machines punch cards, sorting machines, and tabulating machines. 
"Any school wishing to use such a system must have that service available 
in or near the city in which the school is located."^ For a school 
planning to use this system, Carl D. Davis's article, "IBM Methods in 
Registration and Grade Reporting,might prove interesting. If all 
of a school's registration grade reporting and recording were done on the 
IBM machines, such an elaborate and expensive system might be better 
^Frank L. Templeton, "The Use of IBM Techniques in Program Making and 
Class Scheduling," The Bulletin of the NASSP, XXXIV, No. 172 (October, 
1952), p. 15. 
■^Carl D. Davis, "IBM Methods in Registration and Grade Reporting," The 
Bulletin of the NASSP, XXXVII, No. 198 (December, 1953), pp. 123-142. 
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justified. "However, we realize that machines cannot furnish the 
imagination, the creativity, and the special attention needed to devise 
and implement individual programs. 
The use of punch cards described in "Programming Classes by Means 
17 
of a Punch Card System" is merely an earlier version of the McBee 
18 Keysort procedures described in Chapter IV. Evidently this system 
has caught on, especially in the larger schools. Louis G. Feldman, 
Chairman of the Program Committee of the New Utrecht High School, 
Brooklyn, New York, states, "The majority of program men, including 
the writer, use the Sorting System, In the opinion of the writer, it 
is less capricious; and, in a heavily populated school, such as ours, 
19 it is more dependable." 
Three other articles of general nature, useful for background 
20 
material, are "Schedule Making for an Overcrowded Junior High School" 
by Arthur M. Gruenler, Principal of the Skinner Junior High School in 
21 
Denver, Colorado; "20th Century Schedule Making" by B. C. Gustavson, 
16 i K. A. Tidrick and Ralph E. Wright, "What Are Some Imaginative Approaches 
to Good Scheduling Practices for School and Student?" The Bulletin of 
the NASSP, XLIV, No. 255 (April, 1960) pp. 45-46. 
17 
Louis G. Feldman, "Programming Classes by Means of a Punch Card System," 
The Bulletin of the NASSP, XXXIV, No. 172 (October, 1950), p. 23. 
18 Keysort Punching and Sorting Manual (Port Chester, New York: Royal 
McBee Corporation, Data Processing Division). 
19 Feldman, o£. cit., p. 23. 
20 Arthur M. Gruenler, "Schedule Making for an Overcrowded Junior High 
School," The Bulletin of the NASSP, XXXIV, No. 172 (October, 1950), p. 29. 
21 
B. C. Gustavson, "20th Century Schedule Making," The Bulletin of the 
NASSP, XXXIV, No. 172 (October, 1950), p. 33. 
12 
Assistant Principal of the Strong Vincent High School, Erie, Pennsylvania, 
who sets forth a fourteen point program based on "Choice of Study Cards" 
and a "Master Schedule Making Board"; and "Scheduling Balanced Classes," 
the previously mentioned article by Donald J. Eveslage, who has arranged 
his plan according to "the following classifications: (1) registration, 
(2) sorting cards and tabulating choices, (3) making the schedule, 
(4) balancing classes, (5) writing out registration slips, and (6) opening 
22 
day procedure." 
Specific Readings in Scheduling and Programming. "The 'Rotating' 
Schedule" by A. Russell Mack, Supervisor of Secondary Education, State 
Department of Education, Boston, Massachusetts, is "an attempt to describe 
replies from Massachusetts high-school principals in response to an in- 
quiry concerning rotating schedules." J In the same issue of The Bulletin 
is a very brief article summarizing the replies from eighteen large high 
9 / 
schools in Indiana concerning their class schedules. This would be 
helpful to principals who wish to compare their schedule with others, 
before starting the plans for the next year. 
From the proceedings of the 44th annual convention of the National 
Association of Secondary-School Principals, come two outstanding pre- 
22 Eveslage, op. cit., p. 47. 
^A. Russell Mack, "The 'Rotating' Schedule," The Bulletin of the NASSP, 
XXXI, No. 139 (November, 1947), p. 25. 
9 / 
^Glark I. Davis and Donald L. Simon, "Class Schedules of Large High 
Schools in Indiana," The Bulletin of the NASSP, XXXI, No. 149 
(November, 1947), p. 22. 
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sentations in that they not only indicate up-to-date ideas, but also 
look into the future of school scheduling. Under the topic "What Are 
Some Imaginative Approaches to Good Scheduling Practices for School and 
Student?" K. A. Tidrick, high school principal from Walla Walla, 
Washington, and Ralph E. Wright, Principal of John Marshall Senior High 
School, Rochester, Minnesota, put forth new ideas in the areas of pre- 
high school planning, pre-registration, punch card systems, division 
of time, summer schools, large class grouping and discussion groups, 
2 3 homeroom and lunch periods, and advanced courses. 
Finally, before starting his schedule, an administrator would be 
26 
wise to consider certain "Criteria of a Good Master Schedule" ex¬ 
pressed by Wilbur Devilbiss, Supervisor of High Schools in the State 
Department of Education, Baltimore, Maryland. An outline of his 
criteria is found below. 
A good schedule must make it possible 
to provide and administer the kinds of learn¬ 
ing experiences needed to implement the pur¬ 
poses of which the school exists. 
1. The schedule must be flexible. 
2. The schedule should make it possible 
for all pupils to participate in those learn¬ 
ing experiences which the purposes of the school 
and the curriculum indicate they should have in 
common. 
3. The schedule should permit, in so 
far as is possible, the kinds of instruction 
needed to achieve the purposes of the school. 
^^Tidrick and Wright, op_. cit. , p. 48, 
26yilbur Devilbiss, "Criteria of a Good Master Schedule," The Bulletin 
of the NASSP, XXXI, No. 139, (November, 1947), p. 31. 
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4. A good schedule provides time for the 
free activities of the school program. 
5. The schedule should make full use of all 
available devices to overcome handicaps due to 
small size of the various grades in the school. 
6. The schedule should make possible the 
best educational program for each individual pupil. 
A good schedule provides for the maximum 
utilization of all the human resources of the school 
for the benefit of the greatest number of pupils. 
1. The schedule is most effective when each teacher 
has assignment consistent with his training, talents, 
and interests. 
2. The teaching load must be equitable. 
3. The teaching load of each teacher must be 
within the physical capacity of the teacher. 
4. The schedule should make possible the most 
favorable induction of beginning teachers. 
5. The principal ought not to permit attention 
to management execution and teaching to invade the time 
that should be devoted to supervision, management planning, 
management control, and public relations. 
6. The schedule should encourage, stimulate, and 
permit the most effective use of pupil leadership in 
carrying out the educational program of the school. 
7. The schedule should make it possible to 
utilize the lay resources of the community.^ 
^Devilbiss, o£. cit., pp. 31ff. 
CHAPTER III 
WEST SPRINGFIELD, MASSACHUSETTS, ITS SCHOOL SYSTEM 
THE SENIOR HIGH SCHOOL 
CHAPTER III 
WEST SPRINGFIELD, MASSACHUSETTS, ITS SCHOOL SYSTEM AND THE SENIOR HIGH 
SCHOOL 
In this chapter an attempt will be made to describe the town, the 
size and character of the school system and the senior high school so that 
the reader may determine whether or not the information in this paper 
would apply to his particular situation. The material found in the Appen¬ 
dices will give a more graphic picture of the high school program and 
school system in general. 
West Springfield. West Springfield, Massachusetts, a town with a 
population of 26,800, is situated in south western Massachusetts, along 
the banks of the Connecticut River, directly across from the city of 
Springfield. It is largely a suburban area, well balanced with business 
and industry. Its previously dominant agricultural economy has greatly 
disappeared, leaving three distinct areas: 1. business and industrial 
along the river, 2. residential surrounding the business area, and 3. the 
continually diminishing farms in the more remote areas. The residential 
area is divided socio-economically according to the lower, middle, and 
higher geographical sections of town. 
The form of government in West Springfield is an elective town 
meeting system. The predominating nationalities of foreign-born are 
French, Italian, English, Bohemian, Irish, Polish, and German. There is 
one radio station, newspaper, and public library with three stations con¬ 
taining 45,484 volumes. Industrially speaking, there are 68 establish¬ 
ments employing 4,200 men and women. The retail trade territory serves 
100,000 people within a radius of 10 miles. Principal products of West 
17 
Springfield are fibre boxes, machine gears, chemicals, paints, gasoline 
pumps, tin, solder, type metal, wood boxes, bound books, farm produce, 
magnetos, machine tooks, trailer truck accessories, wrapping paper 
machinery and hair tonic. 
West Springfield Public Schools. The West Springfield Public 
Schools are administered by a school committee consisting of six elected 
members and a superintendent, who is directly aided by two secretaries 
and two clerks in the main office. Each school has its own principal 
with the exception of two elementaries which are administered jointly 
by a principal and vice-principal. Both the senior high and junior high 
have vice-principals also. The general philosophy of the schools is 
expressed in the Preamble to the Rules and Regulations of the School 
Department which will be found in Appendix I. 
West Springfield presently has 13 schools, 11 public and 2 paro¬ 
chial. Of the 11 public schools, there are eight elementary, two junior 
and one senior high school. The number of pupils in public schools is 
4,015, compared to 1,000 in parochial schools. The public school teach¬ 
ing staff numbers 185. 
Many changes have recently been made which will ultimately affect 
the high school program described in this paper. The ninth grade had 
been taken out of the new high school building for want of space and 
placed in the old high school building, which has been housing all sixth 
grade pupils during the last few years. The junior high school will 
still hold grades seven and eight, since the addition of another ele¬ 
mentary school. Enrollment by school and grade will be found in Appen¬ 
dix II 
18 
West SPC.Lnul leld Senior High School. At the time of this report, 
Went Springfield High School consists of grades ten through twelve, with 
a total enrollment of lKi2. The administrative procedures described in 
this paper apply directly to schools of slmiliar size. However, during 
the previous year the high school contained grades nine through twelve 
with a total enrollment of 1208, and almost the same procedures were 
successfully employed. It would seem that these procedures would apply 
to smaller, less complicated as well as larger more complex situations. 
The High School is of the campus type, consisting of three units: 
the main building and two separate shops. The building itself is of 
redbrick veneer over cinder blocks. It has widespread use of direction¬ 
al glass block and clear glass to provide natural lighting. Floors are 
of asphalt tile, except in the shops; ceilings are acoustically treated 
tile. 
The special areas of the high school include a two-divisional cafe¬ 
teria with a seating capacity of 500 pupilB, an auditorium seating 1,100 
and a gymnasium, seating approximately 850 at basketball games or other 
Indoor athletic events. The auditorium stage is sufficiently large to 
accomodate school, amateur or professional theatricals, concerts and the 
like. It is serviced by dressing rooms, storage areas, a band practice 
room and small group practice rooms. For classroom purposes, the gym¬ 
nasium divides into three sections for multiple use by various physical 
education classes, in addition to which there is a room for small group 
educational activities. For boys, there are areas designed for graphic 
arts, general shop, agriculture, metal work, etc; and for girls there 
are areas for teaching in foods, clothing and homemaking. 
19 
The enrollment is as follows: grade ten - 340 
grade twelve - 300, total - 932. The basic courses 
(college, general, business and practical arts) are 
grade eleven - 293, 
in the curriculum 
described in detail 
in Appendix III. 
CHAPTER XV 
SCHEDULING AND PROGRAMMING PROCEDURES 
CHAPTER IV 
SCHEDULING AND PROGRAMMING PROCEDURES 
This chapter is the culmination of the administrative internship. 
It will attempt to both describe and analyze each step of the annual 
processes of scheduling and programming, from the very first guidance 
conference in preparation for pupil program selections, through the 
actual creation of a master schedule, to the final preparation for the 
opening of school in the fall. 
Guidance Program. The administration does not actually initiate 
the programming and scheduling operation. In a large high school, such 
as West Springfield Senior High School, the guidance department initiates 
the first step. 
Each grade has its own guidance counselor who stays with a class 
from the seventh or ninth grade to the eleventh grade. One counselor, 
the assistant town director of guidance, cares for the needs of the 
twelth grade. Since his position is specialized in areas such as job 
placement and career planning, he remains at the twelfth grade level 
each year. 
Each guidance counselor has his own office with permanent files. 
Moreover, a section of the office area is set aside to provide a guidance 
library and workshop space. Here career material and college catalogs 
help pupils develop plans for their future, the first step in course 
selection which sets the wheels of the yearly programming and scheduling 
into motion. 
Pupil Planning. It is the job of the guidance personnel to help 
pupils and their parents understand the program so that they may select 
22 
the proper course of study each successive year. An attempt is made to 
interview each pupil at least once per year. Pupils who are uncertain 
of their future plans are aided by the results of a thorough testing 
system and the permanent files of their interests and achievements through¬ 
out their school years. 
Once the proper course has been selected the initial programming 
step is nearly complete. Besides choosing from among college, general, 
business and practical arts courses, there are more specific selections 
to be made. The college course is divided into two tracts of curriculum: 
liberal arts and science. Pupils must also choose from a particular 
list of electives available, depending on the course and individual in¬ 
terest. Complete explanations of these courses will be found in Appen¬ 
dix III. The decision concerning placement in accelerated classes is 
mainly left up to the guidance department and final administrative de¬ 
cisions. 
Continual Guidance Program. Often pupils will change their plans, 
necessitating, a change in class, subject, or course. Thus the guidance 
job is continual; especially because of student failure, repeat of course 
or year, attendance at summer school, entering transfer students, etc. 
Many times these seemingly minor changes call for a completely fresh 
start in working out a totally new program for future studies. 
When new types of classes are formulated and integrated into the 
curriculum, the pupil and parent must again be informed as to their 
goals and objectives, worth to the individual and place in the curriculum. 
The guidance department generally issues a statement concerning these 
additions or changes. A brief explanation might also be placed in the 
23 
local newspapers. Many of the advanced classes, generally offered in 
the senior year, are open only to those of superior talent in the particu¬ 
lar area of study. 
Other follow-up activities of the guidance personnel will be 
mentioned later in this report, as the last step in the school's pro¬ 
gramming and scheduling operation. The pupils should now be ready to 
record their program selections on a blank program sheet which lists all 
possible choices available. 
Explanation of program sheet. The program sheet used in West 
Springfield High School is a part of a mimeographed booklet which 
includes the following information: 
General Information 
1. Foreword to Students 
2. Normal Program and Credits 
3. Promotion 
4. Grade Requirements - Including Grades 9-12 
5. Home Study 
6. Make-up of Absence and Extra Help 
7. Report to Parents 
8. College Course 
9. How to Use This Program of Studies 
Description of Courses 
1. English 
2. Social Studies 
3. Science 
4. Business 
5. Language 
24 
6. Practical Arts 
7. Math 
8. Music 
9. Art 
10. Health 
11. Physical Education 
Program Sheets for Each Course of Studies. A copy of the entire 
booklet, which will give a more detailed description of each of these 
categories, may be found in the appendix. 
The program sheets each provide a space for pupil's name, grade, 
present course pursued, and signature of parent. Blank boxes also 
appear after each elective so that the pupil may designate his choice 
from among those available according to his grade and chosen course of 
studies. 
Each pupil in the high school, except graduating seniors, receives 
the complete booklet. In this way, both pupil and parent may benefit 
from seeing the entire curriculum for each course of studies and grade. 
Such information is invaluable for long range planning and saves a great 
deal of time for the guidance personnel at an already extremely busy time 
of the year. 
Distribution of Program Sheets. Usually the pupil:has selected 
his type of course for the following year by the time of distribution of 
program sheets. This, as already mentioned, has been a result of guidance 
conferences, parent and teacher influence, and personal interests. 
After the program of studies booklet has been passed out during 
homeroom period, the homeroom teacher usually takes time to explain 
25 
briefly the general outline of the booklet and the program sheet in 
detail as is necessary. Of course, freshmen, sophomores, and new students 
appreciate the time spent by the homeroom teacher more than upper class - 
men, who possibly have their plans made and find the completion of the 
program sheet a rather automatic process. The degree to which a home¬ 
room teacher participates in the guidance role is wholly dependent upon 
the individual, his background and interests. 
When the homeroom teacher feels that all questions have been answered 
satisfactorily, he instructs his pupils to take the program of studies 
booklet home, they discuss it with their parents, make final decisions 
concerning the following year's courses and electives, obtain the parent's 
signature, and return the program sheet to the homeroom by a certain date. 
Since the program sheet is detached when complete, the remainder of the 
booklet is kept at home for future reference, especially in case of change 
during the following year. About a week is allowed before program sheets 
are due back in school. 
Checking Program Selections. As soon as all sheets are in the homeroom 
teacher's hands, he sends them to the guidance counselor for that par¬ 
ticular grade. The guidance personnel then check over each program 
sheet to spot mistakes and determine whether or not the individual has 
made his selection wisely and in relation to his capabilities. If the 
guidance personnel check, at this time, to see whether pupils have the 
proper prerequisites for advanced courses, much of the administrator's 
time will be saved when final scheduling is in operation. Moreover, the 
principal is not as fully equipped to judge whether pupils are prepared 
for advanced courses as is the guidance counselor, who has been working 
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directly with the pupil over the years, and who has the files and 
teacher recommendations closer at hand. 
These teacher's recommendations are very important to the guidance 
personnel in the selection of certain pupils for special courses. The 
science or business instructor, for instance, can readily list those 
pupils with ability or lack of ability in those subject areas. In 
past years, department heads have been responsible for making up lists 
of pupils eligible for advanced courses in their department. 
The following subjects require certain prerequisites at West Spring- 
field High School: 
Senior Science 
Second, Third, and Fourth year of languages 
Stenography 
If the guidance counselor finds that a pupil has selected a course 
or subject for which he is not capable or otherwise prepared, he calls 
for a pupil conference to solve the problem. The corrected program sheet 
is again sent home for the parent's signature. 
Rarely is a parent conference necessary for such changes. At this 
point the program selection, the subjective part of programming, is now 
complete, and the more mechanical operations begin. 
Introduction to Punch Card System. This is the second year that the 
punch card system has been in use to facilitate programming and scheduling 
at West Springfield High School. In effect it is very similiar to that 
used by business and industry to handle more easily the tremendous load 
of paper work and record keeping. 
The greatest single asset of the punch card system, even in school 
work, is its versatility. Basically it is an economical, efficient way 
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to store various types of information. But it also offers an extremely 
quick method of putting that information to work, in many ways, to solve 
a multitude of administrative and personnel problems. Some of the ad¬ 
vantages, which will be described in more detail later, include quick 
alphabetizing, inventory or census taking, grouping, placement, correction, 
and rapid changes. It seems that new advantages appear as the system is 
used and expanded. 
However, its many functions will only be realized when more of the 
school personnel completely understand the system and use it often enough 
to become thoroughly familiar with its more mechanical aspects. It, 
like many new ideas and systems, tends to seem more difficult and complex 
because of its newness and unfamiliarity. School personnel, being no 
different from other people, favor their own individual systems of doing 
things. School scheduling and programming, which is so complex and par¬ 
ticular to each separate situation, has been carried out in as many dif¬ 
ferent ways as there are schools and administrators. Each administrator 
evolves his own system, borrowing applicable ideas from others, and a- 
dapting them to meet present situations in his own school operation. 
Many of these were well suited for small schools; but, as in modern 
business, they become burdensome and inefficient as the operation grows 
to greater size and complexity. The punch card system can be adapted to 
all types of school programming and scheduling situations, large or small, 
single or complex. It would probably be appreciated more in large complex 
situations, as never the less, found at West Springfield High School. 
Of course, business machines which automatically handle the punch 
cards would appear to be a wonderful addition to create the ultimate in 
programming and scheduling. However, they are too expensive and impracti- 
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cal for schools, at present, except in a few instances where large 
schools have rented or made use of machines available at nearby univer¬ 
sities or business offices. The only equipment used in connection with 
the punch card system in West Springfield High School is a hand punch, 
a sorting needle or pick, and the cards which are printed especially 
to meet their particular needs. 
Explanation of Punch Card. The punch card used in many schools 
with this system (at least those which are manufactured by the Royal 
McBee Company of Port Chester, New York) are basically the same size, 
shape and character. Each card is rectangular, 5\ X 7%, with a notched 
corner for aligning the cards together, and made of heavy paper or oak 
tag. All information to be indicated by the punches is printed along the 
outer margin on all edges of the card. The center of each card is left 
for writing in information such as the pupil's name, birth date, address, 
parent's name, phone number, class, homeroom, locker, and bus number, 
credits for each grade and previous school attended. Also, an area is 
provided for listing the subjects selected along with the number of 
credits each subject is worth, the period it will meet for the partic¬ 
ular pupil, and his room and teacher for that subject. 
There are many other types of information which can be added to the 
punch card. Some schools attach several paper copies of the card, along 
with carbon paper, so that one completion of the card will provide sev¬ 
eral copies, for the use of the guidance personnel, office staff, 
administration, teachers, pupils or parents. Others incorporate the 
program sheet into the punch card itself; but this calls for very small 
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print and less space for filling in vital information, making changes 
more difficult. 
Every subject offered at West Springfield High School is printed 
around the outer margin, with punch holes provided for each one. The 
subjects are grouped according to department titles, the same order as 
is used for listing the subjects elsewhere in the school. Punch holes 
are also provided for bus numbers, study periods, class, course, sex, 
special student status (such as transfer students), and an alpha code 
used for quick alphabetizing of a set of cards, at any time. Only one 
side of the punch card is used, since turning the card would mean greater 
difficulty and possible confusion. 
One advantage of the rather simplified punch card used in West 
Springfield is that it is easier to understand and less complicated to 
use, which is very helpful when introducing a new system into a school. 
Later, when thoroughly accepted, the system can be expanded and perhaps 
improved somewhat. As time goes on, the card itself can be changed 
slightly to meet new needs and to follow curriculum changes. 
Transfer of Information from Program Sheet to Punch Cards. It is 
imperative that mistakes be kept to a minimum when the punch cards are 
initially filled out by the student during homeroom period. The information 
put on the cards at this time will determine the remainder of the programming 
and scheduling operation. A mistake made at the beginning will carry all 
the way through and probably not turn up until the first day of school 
the following year, when the pupil receives the incorrect program 
assignments. Moreover, accuracy at this time is especially important, 
since this is the actual card used throughout the entire scheduling and 
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programming operation by the administration. 
One day is designated for the filling out of the punch cards, which 
is carried on in the homerooms under the supervision of the homeroom 
teacher. Each pupil fills in his own card and absentees are handled 
separately by the guidance counselors. 
At West Springfield High School an instruction sheet is given to 
each homeroom teacher, explaining the procedure for the transfer of in¬ 
formation from the program sheet to the punch card. A copy of the 
sheet may be found in the appendix. A faculty meeting may also be a 
good way to instruct the teachers about the cards, and in the event 
that the system has just been introduced into the school, the entire 
system should be explained and discussed by all who will be in any way 
involved. 
At the designated time, the homeroom teachers pass out the blank 
punch cards and the completed and checked program sheets, from the 
guidance counselor. The pupils are carefully instructed to fill in 
the personal information and then to transfer their selected subjects 
from the program sheet to the space provided on the punch card, in the 
same order as those subjects are listed in counterclockwise order around 
the margin of the punch card. Questions are answered by the teacher as 
he glances about to be sure everyone is following directions. Then the 
cards and program sheets are collected, quickly checked to spot any 
obvious mistakes, and sent to the main office. The teachers and pupils 
have no further part in the programming and scheduling operation until 
the final programs are passed out on the first day of school the following 
year. 
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Punching Procedure. After the necessary information is written on 
the cards, there are several ways in which the corresponding items can 
be accurately punched along the margin. To punch the cards merely means 
to cut away the piece of card between the edge of the card and the hole, 
which designates the item or subject selected by a particular pupil. A 
V-shaped or U-shaped hand punch is used when punching the items on each 
card separately. 
In West Springfield, the guidance personnel have been doing this; 
but their time can usually be utilized more effectively with less me¬ 
chanical functions. Of course, there is a definite advantage to their 
doing the job. While punching pupil selections, they can be checking 
for mistakes, since they are most familiar with the pupils, their pro¬ 
grams, and the program of studies in each course. 
Nevertheless, office clerks and student aids can be utilized for 
the punching operation. Moreover, the business pupils, in a comprehensive 
high school as found in West Springfield, could also carry this out under 
teacher supervision, as an integral part of their study of office practice, 
or business machines, where key punch machines are available for use 
with these particular cards. Such machines can often be rented nearby 
from the card manufacturer or retailers of business equipment. 
When many cards are to be punched alike for items such as class, 
sex, or course, or even subjects such as English and social studies, 
a machine called a groover is very helpful. These machines, depending on 
their size, can handle a great many cards at one time, thus avoiding the 
possibility of as many mistakes as when each has to be punched separately. 
West Springfield High School does rent a key punch machine which 
quickly and easily punches the complicated alpha code on each card, so 
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that any selected group of cards may be alphabetized quickly when nec¬ 
essary. This will be mentioned again in the explanation of the com¬ 
pilation of the teacher’s class lists. 
Punching High Homogeneous Selections. The final job of punching 
to indicate high homogeneous pupils must be completed by the guidance 
counselors. After selection according to ability, achievement, teacher 
and guidance recommendation has been made, pupils are placed into 
accelerated groups in the particular areas in which they excel. The 
English, social studies, math, language, and science departments have 
homogeneous grouping at West Springfield. 
These must be indicated by punches on the cards so that the princi¬ 
pal may quickly sort them out when programming those classes during the 
summer months. 
The program cards, all punched, are now ready to be used by the 
administrator in setting up his schedule before the end of the school 
year. This past year this step was reached at West Springfield High 
School by the end of the first week in April. An early completion of 
the punched pupil program cards will render a tremendous amount of in¬ 
formation available to the administrator as he initiates plans for the 
following school year. The wonderful versatility of the card system 
will now allow him to quickly sort and resort to immediately draw out 
bits of information or to make a total census of subjects, pupils, 
courses, etc. The cards can do for the administrator what many clerks, 
teachers or guidance personnel might not have been able to do under many 
of the old systems of scheduling and programming. 
Sorting Procedure. To be able to use the cards quickly and 
33 
effectively determines the success or failure of the punch card system. 
Thus all personnel must be fully acquainted with the method of sorting. 
There are certain mechanical aspects of the sorting process which should 
be mastered before starting the actual scheduling. 
Basically the cards are sorted by stacking all of the cards on 
edge, being sure of perfect alignment, then sliding the needle through 
the hole in the margin which designates the item under consideration. 
When the needle is lifted, those cards which are punched for that item 
drop from the pile. Conversely, those cards not punched for that par¬ 
ticular item will remain on the needle and can be put aside until needed. 
There are several ways of holding the cards to facilitate this operation. 
They are usually explained by the representative of the company which 
supplies the cards and other material. Special trays can be purchased, 
at little expense, to hold the cards during the sorting procedure. By 
fanning and separating the cards on the needle, there will be less chance 
of cards sticking together and not falling out as desired. 
Each item must be sorted separately for proper functioning of the 
system. 
Preliminary Census. Before setting up the schedule in any school, 
the specific needs of the student body must be known by the administration. 
The number of pupils in each grade desiring and selecting each subject 
offered in the curriculum should be counted and recorded. Until an 
administrator has this information, he can only guess at the number of 
teachers he needs for each subject and the number of rooms necessary for 
the following year. The earlier a principal can obtain such a preliminary 
census, the better he can complete his plans. The number of the teachers 
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needed will also aid the superintendent in obtaining a complete staff 
early in the year. It enables the principal to make teacher assignments 
for the following year, before the teachers leave for the summer vacation. 
Such a census also makes possible the ordering of books and supplies and 
the preparations of rooms and special areas for the next year's program. 
At West Springfield High School, this preliminary census is quickly 
available, through use of the punched program cards. 
Steps in Sorting for Census. First, each grade is sorted by use of 
the needle. When it is inserted through the hole marked 12, above the 
section marked class, and lifted, all grade 12 pupil program cards drop 
out. Since most subjects are limited by the grade level, there is very 
little overlapping of any particular subject among the various piles of 
cards, sorted according to grade. 
Next, the cards in each grade are sorted according to courses such 
as college, general, business, and practical arts. Again many subjects 
are quite different in the various piles of cards. Finally the courses 
are broken down into specific subjects. The cards are counted and the 
number of cards for each subject in each course and grade are recorded on 
blank program sheets. The sheets are used since they list all subjects 
possible for the various courses, by grade. 
Master Census Sheet. After all counts are complete the totals are 
recorded on a master census sheet. A copy of the master census for West 
Springfield High School for the past year will be found in Appendix XI. 
This census, as stated previously, is the basis for the master schedule, 
from which all programming is done. 
The census sheet should show the number of pupils selecting each 
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subject in each grade and totally for the entire school. Ultimately it 
tells the principal how many teachers are needed to teach specific subjects 
such as English 12 college. Chemistry I, French III, Algebra II, etc. At 
a glance the administrator can tell how many classes will be necessary in 
each subject, and whether there are too few pupils selecting a specific 
subject to warrant its inclusion in the curriculum. 
The average class number at West Springfield High School is con¬ 
sidered to be about 30 for most subjects. Science classes are smaller, 
because of the number of stations in the labs. If 287 pupils sign up for 
English 12 college, that number is divided by 30 and the number of classes 
planned for English 12 college would be 10. If, after dividing, more than 
15 pupils remain beyond the equal classes of 30, then one more class is 
added; less than 15 are discounted. 
The number of homerooms are determined by dividing the number in 
each grade by the number per homeroom. Knowing the number of homeroom 
teachers needed, the administrator has a good idea of how many teachers 
will be available, at that time, for other assignments; or free periods, 
if they have especially heavy schedules during the remainder of the day. 
Room Plan. With all of this information at his finger tips, the 
principal may now assign specific classes to teachers in the various 
departments. Complete room assignments are made and listed on a master 
chart, similiar to that found in Appendix VII. 
Vacant posts, still not filled at this time, are assigned classes 
as though the teacher had been hired, with the consideration that any 
one hired will be able to completely fill the vacancy. Otherwise, 
scheduling and programming might be held up throughout the summer. 
36 
The master room plan is kept near at hand, as it is often referred 
to or changed when programming conflicts become so great that a class 
may have to be added here, or eliminated there. During the previous year, 
every room, of any size, was used for classes because of overcrowded 
conditions at the high school. When scheduling under such circumstances 
the master room plan is extremely important. 
Time Plan. The task of determining the number of periods and the 
length of the school day does not necessarily take place in this order. 
Rather it may come at any time during the year. It is important to the 
schedule maker; but does not constitute much of a problem, since these 
decisions and the length of each period, number of lunch periods, and 
time for assemblies, or homeroom period are usually decided upon when 
the school is first opened and then left that way unless a problem devel¬ 
ops, necessitating some minor change. 
Because of the school bus situation in the town of West Springfield, 
the high school must adapt its opening and closing time to the overall 
schedule. 
During the past year there have been a few minor changes in the 
daily bell schedule. The homeroom period was tried at the end of the 
school day, but then returned the next year to the first period. Each 
period is approximately 45 minutes long, except for the fourth period 
which is longer to allow for the lunch periods. Sometime during each 
year the principal does review the daily plan and decides whether or not 
it is adequate. A meeting of department chairmen might be a good time to 
discuss the need for change or revision. A copy of the daily bell 
schedule for West Springfield High School will be found in Appendix VIII. 
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It is a bad idea to constantly change the bell schedule, however, 
especially during the school year, as it can cause confusion and uncer¬ 
tainty on the part of both teachers and pupils. A smooth running school 
organization strengthens the morale of all concerned. 
Conflict Sheet. In setting up a master school schedule, the 
administrator must be sure that subjects and classes selected by any 
one student do not come at the same time. To try to keep hundreds of 
individual programs in mind throughout the programming operation is 
impossible. Thus the wise administrator will plot all possible over¬ 
lapping or conflicts on a graph known commonly as the conflict sheet. 
The use of conflict sheets is not new. Neither is their make-up. 
It is the ease in which the conflict sheet is developed, through use of 
information obtained quickly from the punched program cards, that re¬ 
lieves the burden of the schedule maker. 
The copy in Appendix IX will give the reader some idea of the 
finished sheet, but some explanation of its make-up is necessary. 
First, all subjects of which there is only one class, and therefore 
would be more apt to conflict with each other, are listed along the top 
margin of a piece of paper and also down the side margin, in the same 
order. Then the cards are sorted and counted to determine the number of 
pupils who had selected both algebra I and plane geometry, then for both 
algebra I and biology II, physical science and consumer economics, etc. 
This is done by inserting the needle through all the cards and dropping 
out those who selected algebra I; then from that group of cards, drop out 
those selecting plane geometry, put the algebra I group back together 
again and drop out those selecting biology II, etc. Next sort and count 
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the number of pupils selecting algebra I and plane geometry, record the 
number in the proper space on the graph, then algebra I and plane geometry, 
biology II and physical science, etc. Since these class numbers are 
relatively small, the counting is not too tedious. Actually the task is 
mechanical enough for a pupil to carry out, once he has been instructed 
in the proper steps. 
Of course, conflicts may exist between other subjects, even though 
they are offerred more than one class period. But these are fewer and 
much easier to resolve, and therefore not listed on the conflict sheet. 
The importance of this sheet cannot be stressed to much, as the all 
important master schedule of assigned classes is only as good as its 
arrangement of classes without conflicts, and the number of conflicts 
are determined mainly by the conflict sheet. Time devoted to accuracy 
and comprehensiveness during this step will save many hours, perhaps 
days, when the final programming is in operation. Applied here the saying 
"an ounce of prevention is worth a pound of cure" will not appear trite 
to any administrator who has attempted to schedule and program a large 
high school. 
Master Schedule Construction. Once the conflict sheet is complete, 
the administrator knows which classes he should not schedule for the same 
periods, if at all possible. He is now ready to create the master schedule, 
from which all programming is done. 
Across the top of a large sheet of paper, or blackboard, are labeled 
the periods, one through six. All teachers names are listed down the left 
hand margin, grouped according to their particular department. Each class 
is then scheduled beside the name of the teacher qualified and selected to 
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teach that subject, until enough classes have been scheduled to take care 
of the number of pupils signed up for each subject. Subjects indicated 
as problems by the conflict sheet are scheduled for different time periods, 
and subjects meeting for two consequetive periods are scheduled so as to 
present the least number of problems during the pupil programming. The 
principal must make sure that pupils will not have to interrupt their 
shop, home economics, or gym classes with a lunch period, and that pupils 
and teachers in remote areas of the school will not find it necessary to 
travel long distances between classes. Many traffic problems can be 
eliminated when the classes are originally scheduled. Smaller schools, 
with classes all in one building, would not be as concerned with this 
problem as is the administration of a campus type high school as in West 
Springfield. 
To facilitate later use of the master schedule, the subjects for 
each grade can be written in various colors. Perhaps even a separate 
color for each different course of studies for each grade. This would 
allow the administrator to merely glance at his schedule sheet and 
immediately tell where to look for a particular class. 
Another aid toward easier functioning of the schedule, is the in¬ 
dication of classes for the high homogeneous groups. Some designation is 
made on the schedule, such as outlining in black or a blackened corner on 
the class space. 
It is also very important that space be left on the master schedule 
for the tally of numbers in each class, which is carried on simultaneously 
as each class is filled during the programming. This tally enables the 
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the administrator to constantly tell exactly how many pupils he has 
programmed for that class, so that he balance them as equally as 
possible. 
Certain leeway is necessary to provide for free periods, study 
hall supervision, cafeteria supervision, and released time for other 
important activities. Balanced school schedules do not come easily. 
Careful planning is required in order that the administration does not 
allow too loose a schedule, and then find it necessary to think up 
assignments to fill in the empty spots; nor, as is more often the case, 
plan too closely, and end up with overcrowded classes and too 
little supervisory help in certain areas of the school. 
If a master schedule is developed with a minimum of errors, the 
programming of individual pupil programs, which is the greatest time 
consumer of the entire operation, will proceed at a surprisingly rapid 
rate. 
Pupil Programming. Since pupil programming can be very complicated 
procedure, especially in a school as large and comprehensive as West 
Springfield High School, the writer has decided to describe it step by 
step, inserting his observations and recommendations as he goes along. 
The recommendations will not necessarily be found useful by all ad¬ 
ministrators, since programming problems develop which can be extremely 
unique, even from year to year in the same school under the same general 
system. The preferred order of each step will be indicated when it is 
important, and omitted when it is incidental. 
1. Before starting, be sure all program cards are together; then divide 
them into piles according to grade. 
41 
2. Next, separate each grade into groups according to course of studies 
selected. All programming will be carried on with the cards sorted in 
this manner. 
3. Start with static (one class) subjects. Since twelfth grade has more 
static subjects, begin programming at that level. 
4. In each grade program the practical arts pupils first. They have 
more doubled-period classes, which are harder to fit into a schedule and 
therefore should be fit in before single-period classes. 
5. In all courses program the double-period classes before single-period 
classes. Laboratory science, home economics, and all shop classes fall 
into this category. 
6. Use permanent records during this process to check all second year 
language, specialized subjects for advanced students to see if require¬ 
ments were met, and if marks in prerequisites to the special courses are 
high enough to predict success in these areas. This method discovers 
many mistakes in earlier processes and adapts a rather objective, 
mechanical system to individual differences. 
7. After programming the seniors, work back through the grades, doing the 
lower grades last. The lower grades have fewer electives and therefore 
follow a much simplier pattern. 
8. Pupils with exactly the same program selections should be programmed 
together, whenever possible. If they are thought of as one and programmed 
as such, the majority of the work will move very quickly. 
9. During this process classes found to be far too small are dropped, 
and where the number is found to be very heavy during certain periods of 
the day, classes are added there to relieve the pressure. 
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10. One person, probably the principal, can handle the master schedule, 
while several clerks record his program decisions on the individual pro¬ 
gram cards. This gives time for one person to be discussing certain 
problems with the principal, while others are copying a completed pro¬ 
gram on to other cards in with similiar selections. 
11. Sometimes pupils already programmed must be rerouted to another 
possible program in order to make room in a full class for pupils with 
only that one possibility. 
12. A careful tally is kept throughout the programming. Every time a 
pupil or block of pupils is programmed for a class, the principal makes 
note of it on his master schedule. Keeping a tally by placing dots in 
the space where the class is scheduled was found to be more satisfactory 
than to record a number and then keep erasing it each time another pupil 
is added. 
13. While the clerks keep track of unfilled periods on the program cards, 
the principal scans the master schedule to find classes in the selected 
subject which will fit into the remaining free periods in the pupils 
program. 
14. Physical education, art, and music are programmed last on each card, 
since there are many periods during the day when these subjects are 
offerred. Thus these subjects can be fit in after the more static 
subjects are set. 
15. Study periods are scheduled every period. Therefore any remaining 
free time on pupil programs, after all other programming is finished, 
is designated as a study. Tallies are carefully kept of all studies 
also. 
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16. Pupils of all grades are not programmed during same period of 
physical education. Care must be taken to keep pupils of the grade 
together in the same class. 
17. When the pupil is programmed, the period, room and teacher's name 
should be immediately placed in the space provided on the program card. 
When blocks of cards are programmed together for the same assignments, 
only the top card need be completely filled in immediately. The block 
of cards may be fastened together and set aside and filled in later, so 
as to not slow down the actual programming process. 
Programming Conflicts of Irregulars. In high schools where the 
prevailing philosophy is pupil centered and not teacher or staff centered, 
exceptions to the programming rules may be numerous. Some upperclassmen 
may be signed up for subjects which they failed or missed in earlier 
years, perhaps because of course changes. The subjects may be require¬ 
ments or possibly electives which seem important to the individual. On 
the other hand, underclassmen of superior ability may desire and be ready 
for advanced subjects in certain areas. All of these situations make pro¬ 
gramming more complex. After the blocks of regular programs are rapidly 
finished, the administrator settles down to the slower, more difficult 
task of programming the irregulars. 
In most cases these cards are handled separately. Compromises are 
constantly the answer to extreme conflicts. However, compromises are often 
the easy way out, while the harder task of trying more program combinations 
may be more beneficial to the pupil. The previous principal at West Spring 
field High School wrote all possible combinations of classes and periods 
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on a piece of paper for each pupil with an irregular program. Then he 
could see at a glance whether there was a possible program without 
conflict. This is a slower, more tedious method, but extremely 
thorough. 
Programming Extreme Conflicts. There are bound to be a few students 
with such extreme conflicts in their program selections that they cannot 
be programmed. In such cases there are several things an administrator 
can do. 
First he could program some of the same subjects, but at different 
course levels. An example would be business English instead of college 
English, or general math instead of practical arts math. It might even 
be satisfactory to program a pupil at another grade level of the same 
or similiar subjects. The use of permanent records here allows the princi¬ 
pal to determine whether the different level of subject matter would be 
acceptable. As long as it is not used haphazardly, this method tends to 
work out quite well. 
Another approach is to change the selected program and assign the 
pupil to different subjects. This is difficult during the summer months 
when the pupils, teachers and guidance personnel are not available for 
consultations. If the student or parent is in the area, he might be 
called in to discuss a change of subjects. However this can often be 
accomplished more easily by a phone call. Often a minor change of some 
subjects does not necessitate any consultation. Changes in electives, 
which are most common, are seldom as serious as changes in basic course 
subjects. 
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Master Lists for Teachers, When the actual programming is completely 
finished, all program cards are collected and replaced in one pile, ready 
for the office personnel to resort for compilation of the class lists, 
office file and student copy of the program card. 
Using the sorting needle and punch cards, office personnel separate 
the cards according to subjects. Then, since punched spaces on the cards 
indicate subjects and not specific assigned classes, each subject is 
broken down by class, through observation of teacher's name and period 
number. The clerks then alphabetize each class, using the alpha code on 
the punch card, and make up class lists for each teacher to use when 
school opens in the fall. It was found that to type out each class list 
took too much time and that it was more efficient to duplicate complete 
alphabetized lists of each grade and merely use these copies to check off 
the specific class lists. • 
Office and Student Program Copies. The office file of each pupil's 
program consists of typed copies on special cards to be used in a re¬ 
volving cabinet. If carbon paper and another blank card are inserted 
when doing this typing, a copy for the pupil's use will be provided. 
These copies are sorted by homeroom and passed out to pupils on the 
first day of school. The class lists, pupil program office file and student 
copy all necessitate an early completion of the actual programming by the 
administration. If the programming is left until the end of the summer, 
time limitations will require the clerks to make up class lists simul¬ 
taneously as each grade is completed. In the event of a change at the 
end because of conflicts, all class lists, office files and student copies 
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completed would have to be changed. This calls for tremendous book¬ 
keeping, and could be avoided by an early start. Perhaps administrators 
should take their summer vacation after programming is complete. 
Programming Summer Students. In many schools, the programming is 
finished at this point for the following school year. However, several 
hundred students at West Springfield High School attend summer school 
sessions which affect their program of studies when they return to school 
in the fall. Since it is impractical to postpone the programming until 
the end of the summer, the administration had better program all pupils 
with the selections they made in the spring and then make changes as is 
necessary after the close of the summer school sessions. If the ad¬ 
ministrator is sure that changes will be necessary for some pupils, he 
may put their cards aside when doing the regular programming. Classes 
such as English should not be filled to capacity when there is doubt as 
to the number of pupils that will be added at the end of the summer. 
The greatest problem is with students who had failed such require¬ 
ments for promotion as English or two major subjects. If they pass these 
subjects in a certified summer school, they will carry on with their grade 
in the fall. If not, they are reprogrammed to repeat the previous grade. 
The results of the summer sessions are generally known at least one week 
before school reopens. 
In order to facilitate the programming of summer school pupils, the 
administrator announces certain dates in the newspapers for these pupils 
to report prior to the opening of school. It is important that the 
guidance counselors be there to discuss changes and help make decisions 
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pertaining to new programs. However, it is important that the principal or 
someone very familiar with his scheduling and programming policies do the 
actual programming. A summer of careful planning can be lost if the 
summer school pupils are not handled with discretion. 
The preschool programming sessions are a good time to interview 
and program new pupils who have moved to town during summer, or are 
transfering from another school. 
Final Preparations. Sometime before the first day of school, the 
office staff compiles a folder for each teacher containing all material 
necessary to start the new school year. Into this folder is placed the 
teacher's schedule, class lists, teacher's handbook, and the programs for 
each pupil in the homeroom. The pupils are notified of their homeroom 
number through the newspapers, and when school opens, they report 
directly to these rooms to receive their program cards. Any mistakes, 
discovered at this time, are reported to the office and guidance coun¬ 
selor and the pupils are reassigned if necessary. 
When classes start teachers report absences and the office staff 
checks of their whereabouts. 
At this point the yearly programming and scheduling is complete and 
administrators, teachers and office staff may now reap the benefits of a 
well planned and accurately scheduled program of studies. This system 
may be a bit prolonged and detailed in certain aspects, but it is 
certainly justified by meeting the needs, interests and abilities of each 
individual student and teacher. 
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APPENDIX I 
The Philosophy for the West Springfield Public Schools as Stated in the 
Preamble to the Rules and Regulations 
In expression of its broad legal powers over the scope and character 
of education in this community, the School Committee believes that the 
educational program should meet the needs of all the community within the 
financial ability willingly used to support this program; that such a 
program should give each pupil a clear-cut knowledge of his own abilities 
and disabilities; the ability to speak clearly, coherently, and con¬ 
vincingly in any situation: the opportunity to maintain standards 
suitable to his individual ability; the facilities for specialized 
training in a chosen curriculum; the opportunity for vocational contacts 
and placement; the development of some hobby or avocation; and the 
ability to live with others in comradeship and understanding. 
The School Committee further believes that these purposes are of 
equal importance for all children and young people, and that no single 
group, bright, dull, or ordinary, able-bodied or crippled, should be 
denied the fullest opportunity for growth in these areas: that such 
purposes are furthered by maintaining community-centered schools 
particularly among the elementary schools; and that these programs and 
purposes be so co-ordinated that they result in the fullest possible 
use of school plant and equipment for the development and well-being of 
each child and citizen within the community. 
Mindful of the fact that this community encourages and employs 
school personnel carefully selected from those who have not only been 
well trained but have also been tried in the crucible of experience, the 
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School Committee expresses its intent to use these people to the best 
advantage in furthering its purpose, and in enlisting their aid in im¬ 
proving and developing its educational policies. At the same time, the 
School Committee feels that each member of the personnel is entitled to 
the same development and progress as any of its students, and means to 
set up a program to aid such development. 
The School Committee is impressed by the evidence that good 
education has always resulted from close working together of public- 
minded citizens both within and outside of the schools; that education 
is by its very nature a co-operative process, and that therefore it is 
its intent to work closely with all public-minded citizens so that there 
may come in this community an increasing understanding of the POWER OF 
EDUCATION through the pooling of energies and ideas for the benefit of 
our young people. 
Recognizing that the most effective organization results from 
setting up a Department with a School Committee to analyze and determine 
POLICIES, and with an Executive Officer charged with ADMINISTRATIVE 
AUTHORITY and responsible therefor, the School Committee of West Spring- 
field expresses its policies in these RULES and REGULATIONS, annually 
approved for use in this community of WEST SPRINGFIELD. 
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APPENDIX III 
Program of Studies Booklet and Program Sheets 
West Springfield High School 
Courses of Study 1960 - 1961 
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Foreword to Students 
West Springfield High School offers you an opportunity to develop mentally, 
socially, and physically to the full extent of your natural powers. Thi6 course 
of study has been prepared to help you make the most of this opportunity through 
the choice of courses which are best for you to study. 
You should discuss your plans with your parents, your teachers, and with your 
guidance counselor. We urge you to ask us for whatever help we can give; we want 
to cooperate in anyway we can to make your school program the best it can be for 
you. 
To be best prepared to succeed in your work or further educational pursuits, 
after high school, you should consider your school work as your lob and let nothing 
else interfere with your doipg it well. 
To prepare for next year, it is necessary for all students to select their 
courses now. Your selection should be considered as final as possible because the 
schedule of next year's classes has to be made from the courses chosen at this time. 
Normal Programs and Credits 
In addition to physical education, each student will take four five-credit 
courses and, if he wishes, one or two electives, or five five-credit courses, 
when it is advisable, and perhaps, one part time elective. 
Each full-time course requiring homework earns five points credit toward a 
diploma; courses which require no homework earn half as much credit, and part time 
courses earn credit in proportion. 
It is important that the student select courses in which he is able to succeed. 
Changes after the work of the year has begun always handicap the student and may 
not be made except under unusual circumstances. No subject should ever be taken 
on trial with the expectation that a change can be made later. 
A student who fails in a course for two consecutive marking periods, or a 
student who continues to cause disturbances in a class after due warning in writ¬ 
ing to his parents, may be required to discontinue that subject. 
Promotion 
In order to be assigned to the next grade, a pupil must have passed satisfac¬ 
torily three of his five-credit subjects, including English. Two English classes 
may not be taken in any one school year. If English is failed it must be made up 
in summer school or the entire grade must be repeated. Sometimes a loss of credit 
through failure causes a student to take an extra year to graduate. 
Graduation Requirements - Including Grades 9-12 
1. A total of 80 points is required for a diploma. 
2. The following studies are required for all: English and a social study 
each year, including United States history; physical education each year 
and health in the junior year. 
3. To help provide some depth of learning, each student must take the requir 
ed courses as set up in the program of study in which he is interested. 
4. Each student will take other courses earning at least 20 points credit 
each year. A student must pass at least three courses in his senior year 
to graduate. 
5. 
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The principal may alter these requirements to provide for special indi¬ 
vidual need* 
Home Study 
The amount of home study required varies a great deal with circumstances. It 
seems reasonable that if the most capable and most successful students study two or 
more hours daily outside of school to achieve highly creditable results, those who 
spend less time are doing less than they should to make the most of their educa¬ 
tional opportunities. It is also true that the time required by a student depends 
on such factors as ability to read, aptitude in the subject, study habits, study 
skills, and study conditions* A student needs to spend as much time on home study 
as is necessary to achieve satisfactory results in his school work. 
Make-up of Absence and Extra Help 
The student is responsible for making up work missed while absent, so far as 
that is possible* Full credit is given when the absence is necessary for accept¬ 
able reasons* Teachers give after school time daily for make-up and extra help 
except when meetings related to school work occur* 
Report to Parents 
Report cards are sent home four times a year* In addition special reports are 
made to parents throughout the year whenever they seem to be needed* It is the 
policy of the school to do everything possible to keep parents Informed and to 
work with parents for the best interests of their children* A conference with 
your child's guidance counselor may be arranged by phone on any day that is mutu¬ 
ally convenient. 
College Course 
It should be noted that the college course is divided in two parts. The 
liberal arts tract is designed for pupils who intend to follow the liberal arts 
course in college* The science tract is for those who are looking forward to a 
science college or technical education after high school* 
It should be noted that these two courses are similar in grades nine and 
ten. A decision as to which course to take should be based upon the student's 
interest and achievement up to date* 
How to Use This Program of Studies 
1. Read the introductory material. 
2. If your child is going to be in the 
a. College Course, turn to Page A. 
b. Business Course, turn to Page B* 
c. General Course, turn to page C. 
d. Practical Arts Course^ turn to Page D. 
3. Supply the Information requested at the top of the sheet to which you turn* 
Be sure to designate NEXT year's grade. PLEASE PRINT. 
4* Make any choices that are called for in this course by checking the proper boxes. 
5. Sign your name at the bottom of the sheet. 
6. Return the signed sheet only to your child's homeroom teacher as directed. 
7. Explanations of many of the subjects can be found in the supplementary pages. 
8. If you have any questions, please call your child's guidance counselor at 
Senior High School, RE 2-4147 or the Junior High School, RE 2-3316. 
CURRICULUM 
DESCRIPTION OF COURSES 
February, 1960 
English 
English, in all grades of the high school, is treated in three major divisions: 
grammar (formal and functional), composition (oral and written), and literature. 
In all college preparatory classes the minimum essentials of grammar and usage, as 
well as the mechanics of written composition and reading, should have been mastered 
by the end of the tenth year so that the emphasis during the last two years could 
be on the organization of thought, the refinement of expression, and the interpre¬ 
tation and appreciation of literature. 
Much writing is required in college English classes, practice in oral work 
being afforded in the classes of other subjects. By the senior year the student 
should have gained familiarity with the steps of outlining and planning source 
themes and should be able to apply the proper techniques in writing for other 
classes. 
Business classes require the same preparation as college preparatory classes 
during the ninth and tenth years. The objective in the last two years is accuracy 
in spelling and punctuation as well as facility in sentence structure, both oral 
and written. 
In practical arts and general courses the aim is to develop clarity in rela¬ 
tively simple modes of speech and writing and the ability to read directions and 
explanations with understanding. 
The literature requirements vary with the courses in all years. In general 
and practical arts classes the emphasis is on the reading of simple material for 
practical purposes with the hope of developing not only the satisfaction of being 
able to read for information but also the pleasure of reading as a leisure-time 
activity. 
In college classes the scope of both class work and outside reading is wider 
and deeper, including literature of the past as well as modern writing and involv¬ 
ing much more analysis of form and style directed toward the establishment of 
standards of good reading based on knowledge as well as taste. 
Social Studies 
The high school history courses follow a sequence of chronological development 
starting with a study of the topography and resources of the world in the ninth 
grade World Geography course. 
The tenth grade World History course lays the foundation for a study of the 
United States in its relationship to the other areas of the world. 
The eleventh year United States History course traces the growth of the Ameri¬ 
can democratic, economic, and political systems from the colonial period to our 
entrance into world affairs in the twentieth century. 
The twelfth year history course continues with a study of the problems of 
democracy in the United States from 1900 to the present through an analysis of our 
domestic and foreign policy. 
CURRICULUM (Page 2 ) 
56 
Social Studies (continued) 
Through this four year development, the pupil should gain an insight into the 
immediate world in which he lives, and he should learn to analyse the social, polit¬ 
ical, and economic problems of his local state, and national government in the light 
of the progress of democracy universally. 
Science 
GENERAL SCIENCE: Our ninth grade general science program is designed as a continua¬ 
tion of the work that was begun at the junior high school level. It deals primarily 
with the physical sciences. Elementary mechanics and energy are explored, primarily 
on a non-mathematical basis. 
BIOLOGY I: This course is a systematic study of the life processes of organisms, 
approached from the point of view of their usefulness to man and to animals and to 
the growth and development of the organism from the simple to the complex. The 
students acquire a knowledge of the biological world and of biologic interrelation¬ 
ships; of man himself and of his place in world evolution and organization. Students 
become acquainted with the findings of biological science which bear vitally on 
human existence, such as; food problems; health and disease; the hygiene of living; 
how to avoid some of the dangers which make modern life perilous; how to develop 
better plants, animals, and human beings. There is some laboratory work including 
specimen examination and microscopic study. 
BIOLOGY II: (advanced) Advanced Biology is offered on the twelfth grade level to 
senior students who showed better-than-average ability in first year biology. This 
is a highly selective student enrollment course which is a research subject. Labo¬ 
ratory work plays a very important part in the class. This includes bacteriology, 
embryology and physiology as well as the use of radioisotopes in biological sciences. 
The microscopic study of living material, along with field work, is an integral 
part of the course. Microtechniques and the preparation of slides from materials 
studied are also included. 
The subject matter includes: cells and protoplasm (structure and function); 
proteins, fats and carbohydrates; structure, function, and classification of inver¬ 
tebrates (animals); structure, function and classification of vertebrates (animals); 
human biology; genetics, diseases and immunity, conservation, 
PHYSICAL SCIENCE III: The purpose of this course is to prepare the successful 
student for the more rigorous study of the principles of chemistry and physics and 
in some cases advanced placement program. Emphasis is placed upon the quantitative 
aspects of chemical reactions, atomic structure, and student research projects. 
Units on metallurgy, crystallography, organic chemistry and nuclear physics are 
examples of descriptive material studies. The student should be prepared to work 
on a project and take part in leading the class discussion on the special area as 
signed. Prerequisite: Honor mark in chemistry and taking physics and math, 
EARTH SCIENCE: Earth Science will include a general study of astronomy, geology, 
and conservation on a non-mathematical basis. The course is designed as a non¬ 
college prep course and will be geared for the terminal student. 
SENIOR SCIENCE: Senior science is a course in general science that is geared for 
the non-college, terminal studant. It will consist of a non-mathematical treatment 
of mechanics, energy, and other topics in science that will help prepare students 
for their role as citizens in a scientific society. 
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Science (continued) 
CHEMISTRY Is Basically the course is classified under two broad headings: 
I Theoretical Chemistry: This section deals with chemical concepts, calcu¬ 
lations, properties of states of matter, reactions, atomic structure and valence, 
solutions and the stuueture of matter. 
II Descriptive Chemistry: Chemistry of metals and noranetals, their compounds 
and relations in which they enter. Also included are industrial processes: Haber; 
Ostwald; contact process for sulfuric acid, 
A third classification included supplementary topics in organic chemistry, applied 
chemistry, etc., for flexibility to allow for student interest. 
Quantitative and qualitative thinking is stressed throughout the course. 
PHYSICS: Essentially a study of various forms of energy, their characteristics 
and uses. Includes the areas of mechanics, heat, sound, light, electricity, 
electronics, and atomic energy. Four laboratory periods weekly, correlated with 
three periods of class discussion. A reasonable degree of mathematical skill is 
needed, as most of the applications involve problem situations. 
Business 
TYPEWRITING I: Mastery of keyboard and the building of a usable skill for compe¬ 
tence in personal and vocational typewriting. 
TYPEWRITING II: Prerequisite - Completion of Typewriting I with a mark no lower 
than C. 
Increases skill in typewriting for greater vocational competency. 
STENO, I: Prerequisite - A recommendation from English teacher. 
A rapid method writing by substituting characters or symbols for letters, words. 
STENO. II: Prerequisite - Completion of Steno. I with a mark no lower than C. 
Recommendation of Type teacher. 
Develops skill in taking dictation of business material at speeds ranging from 
60 w.p.m. to 120 w.p.m. 
TRANSCRIPTION: Prerequisite - Successful completion of Steno, I. Recommendation 
of type teacher. 
Material dictated is typewritten and checked. Mailable standards are stressed. 
Accuracy in typewriting, spelling, and punctuation are necessary for successful 
completion of this course. 
OFFICE PRACTICE: Prerequisite - Must have passed 2 years type with C or better. 
The pupil is Acquainted with the different kinds of typewriters--electric, noise¬ 
less, and manual. Experience in the use of adding machines, calculators, duplicat¬ 
ing machines, and machine-transcription units is provided, 
OFFICE MACHINES: Prerequisite - Successful completion of type I. 
Calculating machines, adding machines, duplicating machines are used. The course 
is intended for bookkeeping and clerical practice pupils. 
CLERICAL PRACTICE: Penmanship, writing business letters, handling the mail, using 
communications devices, filing, forms and records for cash, and payroll clerical 
activities are some of the topics and assignments studied during the year. 
GENERAL BUSINESS: An understanding of the general principles and functions of 
business activities, consumer spending, travel services, construction and operation 
of our business systems, and economic citizenship. 
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BOOKKEEPING I: Provides basic understanding and skills in planning and recording 
business transactions, posting them to a ledger, and preparing a trial balance. 
The student is given drill and training in analyzing the trial balance, preparing 
the financial statements, and closing the books for a single propietorship form of 
business• 
BOOKKEEPING II: Develops an understanding of partnership and corporation accounting. 
The student learns the importance of neatness, of organizing his time and materials, 
of accuracy, and of self-reliance, 
SALESMANSHIP FUNDAMENTALS: Provides pupils with an understanding of buying and 
selling in modern business and the nature and functions of the institutions and 
agencies selling goods and services, 
BUSINESS LAW: The pupil is enabled to understand and appreciate the workings of 
organized society and to participate more effectively as a member of society, 
CONSUMER ECONOMICS: Develops an understanding of economic problems confronting 
consumers and the responsibility of the individual to participate in their solution, 
SPELLING AND PENMANSHIP: This course emphasized mastery of spelling rules and 
encourages the development of a good business vocabulary. Clear, legible hand¬ 
writing is also an objective of the course. 
PUBLIC SPEAKING: Improvement of speech through intensive drill on diction; enuncia¬ 
tion and pronunciation. Students are given opportunities for self-expression which 
will help them to develop alertness, initiative, and resourcefulness. 
Students act as chairmen of assemblies, introduce speakers, participate in the 
Massachusetts Speech Festival, as well as other oratorical and speaking contests, 
and speak before adult groups upon request, 
JOURNALISM: The class is organized primarily to produce the school yearbook. Ex¬ 
perience is gained in reporting, editing, and writing news reports of school activi¬ 
ties for publication in the yearbook and local newspapers. Publishing techniques, 
such as photography, lay-out, and typography, are investigated and practice is 
given in their use. 
Language 
LATIN I: The course in Latin I strives to give the student a thorough understanding 
of the fundamentals of grammar, vocabulary and syntax, and to develop ability 
to THINK. Effort is also made to acquaint the student with a considerable part of 
the contributions of ancient Rome to modem living and government, and the effect 
•f the Latin language on other languages. All of this is geared as basic intro¬ 
duction to a study of the classics, and advancement to Latin II, 
LATIN II: In the second year of Latin, we attempt to complete our study of the 
basic techniques of Latin grammar, and in so doing bring the pupil to the point 
where he is able to enjoy the translation from the Latin into the English idiom. 
Appreciation of the greatness of such Roman writers as Caesar, Pliny the Young¬ 
er, Horace, Livy, Phaedrus, and other is developed. The contribution of Latin to 
the English language is constantly noted. 
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LATIN III and IV: Third and fourth year Latin are definitely for the pupil who 
envoys language. Grammar study is reduced to a minimum. Selections from Pliny, 
Gellius, Cicero and Ovid are read in the third year, while in the next, Virgil's 
Aeneid is read, and its remarkable revelation of Roman civilization noted. The 
pupils also learn something about the scansion of Roman poetry. 
CONVERSATIONAL FRENCH: This is a one-year course devoted to developing oral skill 
through use of records, tapes, filmstrips, songs, poems, dialogues, and plays. 
Vocabulary is taught in units related to school, home, family, everday living, 
travel, the foreign country, and its people. There is drill in conversations based 
on memorized "Speech patterns" rather than grammatical rules. Reading is on an 
individual basis according to ability and writing is eliminated completely. 
FRENCH I: (college preparatory) This course aims to develop the four skills 
usually associated with language learning ability to understand, speak, read, and 
write simple French. This requires the knowledge of the basic rules regarding 
articles, nouns, adjectives, verbs, and pronouns, and ability to apply them. It 
requires a constantly increasing vocabulary of the type found in literature as well 
as in conversation. 
FRENCH II: Reviews all basic rules of French pronunciation and required application 
of them with greater accuracy. Strives to increase ability to use French in simple 
conversation and to give sustained oral reports before the class on a chosen or 
assigned subject. Encourages pupils to read French for comprehension and enjoyment 
in newspapers, periodicals, and selections of recognized literary merit by standard 
French authors. Attempts to attain some proficiency in writing paragraphs-both 
English-French translation and free composition. Above all, French II should 
prepare those who aspire to, to meet the requirements for successful work in college. 
FRENCH III: Will place greater emphasis on reading than do French I and II, in¬ 
volving intensive reading in class with discussion and analysis and outside reading 
for content and enjoyment of story. 
More time will be spent in oral use of the language to enable the student 
to understand more readily the French used by native speakers and to permit him to 
express himself with something approaching fluency. 
There will be a minimum of grammar, involving the more difficult and less 
common constructions of literature and those which will give some appreciation of an 
author's style and literary skill. 
SPANISH I: The essentials of grammar and syntax are studied thoroughly. Emphasis 
is placed on pronunciation, dimple conversation, and aural comprehension. Stories 
in comparatively easy Spanish are read weekly, 
SPANISH II: The class is conducted in Spanish. Practice in conversation, and 
drill in aural comprehension are continued. The more difficult aspects of grammar 
arc studied. Vocabulary is expanded extensively through readings of increasing 
difficulty. 
SPANISH III: Spanish III would allow students interested in the Spanish language 
an opportunity to apply the vocabulary and grammar learned in Spanish I and II with 
enj oyment. 
The course would be designed for the reading of great Spanish literature and 
the writing of short compositions in Spanish. Oral expression in Spanish would be 
encouraged for a better command of the language. 
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Language (continued) 
SPANISH III (continued) A study of Spanish history, art, and customs would supple¬ 
ment the course through the use of audio-visual aids. The course would be conduct¬ 
ed strictly in Spanish and the speaking of English forbidden in class. 
GERMAN I: In the course in German I, effort is made not only to give the basic 
tools of grammar, vocabulary and syntax, but also to develop ability in speaking 
German to a point where the entire class is conducted in German. Considerable 
attention is also given to the development of ability in reading, through the use 
of various simple novels during the latter part of the course, and competent pre¬ 
paration for advancement to German II. 
GERMAN II: The second year course in German, a continuation of the first year 
course, will continue to develop ability in reading, writing, and speaking German. 
German will be the language of the classroom for the most part. Considerable 
opportunity for self-expression will be given. A major aim in this second year 
course is the development of fluency in speaking German, using modern idiomatic 
expressions, as well as some of the more technical methods of expression. New 
elements of grammar will be considered and applied. The writings of famous German 
authors will be studied in the original German, in novels and short stories. 
The cultural, political, and civic status of modern-day Germany will . also 
be taken under study within the .scope of this course, and there will also be some 
study of the effect of German life on the present-day world. 
FAMILY LIVING: The course in Family Living is designed to give both boys and girls 
a chance to explore facts, problems, and opportunities of successful living which 
interest every teen-ager as he or she plans his life after high school, whether 
it be a "career" or "just getting married". 
According to the interests and needs of the class, there will be four general 
units of study as follows: Unit I. Understanding Ourselves and Others. 
Unit II. Areas of Disagreement in Family Living, Preparing for Marriage, Making 
a Happy Marriage. Unit III. Homes and Money Problems Unit IV. Growth and 
Development of Children. 
HOME ECONOMICS: Freshmen home economics involves the basic abilities needed in 
homes and in family life today. The course is centered on foods nutrition, 
planning and preparation: clothing construction, selection, and care. Other units 
which help to develop these basic abilities are grooming, babysitting, and home 
management. 
HOME MAKING: Grades 10, 11, and 12: 
A. Clothing construction and related subjects such as color, line and design, 
textiles, wise buying for quality and value, wardrobe planning, 
B. Food, and related subjects such as basic nutrition, food preparation, entertain¬ 
ing, menu planning, marketing, and household management. 
Practical Arts 
AUTO MECHANICS I: The course is designed to provide graduated steps of learning 
from basic automotive diagnosis and repair. Prerequisite to actual shop activities 
is a full understanding of shop practices, and shop safety, tools, equipment, and 
a desirable attitude towards work habits and fellow students. 
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Practical Arts (continued) 
AUTO MECHANICS II: Advanced auto course which includes instructions rn machine 
equipment, general shop work, valve jobs reface, reseat, and adjust, ring jobs, 
bearing work, reline brakes replace master cylinders, wheel cylinders, tune up 
jobs, electrical work, transmission pverhaul, lubrication, replacing exhaust pipes 
and mufflers, and wheel alignment. Upon completion of this course the student 
is placed in a garage if he wants to follow this trade. 
GENERAL SHOP; The general shop course is offered as an exploratory program in 
the metalworking field. The more important areas covered are, general woodworking, 
machine shop practice, sheet metal work, metal spinning, .ornamental.metal work, and 
welding. 
Some practice, in all areas offered, is required of each student as an aid to 
selection of future industrial arts courses. 
PRINTING: Ninth Grade 
Opportunities in printing - small items in type, some press work. Bookwork 
weekly, review once a month. 
PRINTING: Tenth Grade 
Boys pick the branch of the printing industry to their liking and we 
specialize in that work. 
PRINTING: Eleventh and Twelfth Grades 
These boys are well established and can do all kinds of work, at this grade we 
prepare them for industry. Twelfth grade boys are working in printing plants. 
WOODWORKING: Tenth Grade 
The subject is a beginning course in woodworking using both hand tools and 
power machines. Basic instruction on how to do the fundamental processes in hand 
woodworking with particular stress on student participation in shop activities are 
taught in ten units with the aid of a text. 
WOODWORKING: Eleventh Grade 
This course is an intermediate course in machine woodworking. A prerequisite 
to the course should be a basic course in using hand tools and power woodworking 
tools. Particular stress is put on the safety factor in the operation of machines 
in the woodworking shop. Practical projects of wood are a means of covering the 
unit of the course. Instruction in the use and maintenance of woodworking machines 
is included in the course. 
WOODWORKING: Twelfth Grade 
This woodworking course is designed for those who are interested in making 
high quality furniture with access to all power tools. It is necessary that they 
have had a course in basic fundamentals of woodworking before attempting the 
course of skilled workmanship ability. 
MECHANICAL DRAWING I: The course is designed to give the student an understanding 
of the fundamentals of mechanical drawing as it is used in industry today. The 
main emphasis of the course is "skill on the drawing board". One day each week is 
devoted to Blueprint reading, also each pupil has approximately two weeks of 
instruction at a drafting machine. 
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Practical Arts (continued) 
MECHANICAL DRAWING II: Prerequisite: Mechanical Drawing I 
This is an intermediate course in mechanical drawing for those students with an 
interest in engineering. It includes work in technical sketching, pictorial drawing 
and other specialized types of drawing. Each pupil is expected to draw complete 
sets of working drawings, including detail drawing and assembly drawing; of various 
machine parts. 
MECHANICAL DRAWING III: Prerequisite: Mechanical Drawing II 
The first semester of this course covers the advanced units in the field of 
mechanical drawing such as sheet metal layout, cams, gears and perspective drawing. 
During the second semester a student may elect to study advanced machine drawing, 
including advanced blueprint reading; or he may elect to study beginning archi¬ 
tectural drawing, including architectural blueprint reading. 
Math 
ALGEBRA I: An introductory algebra covering the fundamental operations of algebraic 
expressions, signed numbers, exponents and the knowledge of graphical representation, 
variation and proportion, factoring and an emphasis on problem-solving. 
ALGEBRA II: Intermediate Algebra 
Reviews the ideas and skill obtained in algebra I. New concepts are obtained 
on number, variable, equation, exponent, function, series, and probability. Skills 
are developed in interpreting mathematical symbols, performing fundamental 
operations using symbols of algebra, evaluating algebraic expressions, factoring, 
using the laws of exponents, solving equations, solving verbal problems, drawing 
and reading graphs, and using logarithms. 
PLANE GEOMETRY: An abstract science dealing with plane figures, i.e. figures 
composed of points, lines, and surfaces. The two main objectives are to discover 
and develop important facts concerning plane figures and more important, to 
develop the reasoning power of the student. The use of the slide rule is begun 
this year. 
TRIGONOMETRY AND SOLID GEOMETRY: The trigonometry includes the study of logarithms, 
a review of the use of the slide rule, functions of acute, obtuse and reflex angles, 
both positive and negative, the solution of right and oblique tri-angles. Also 
included in the course is an elementary study of trigonometric analysis, graphs of 
functions, fundamental relations, and the proving of identities. 
The Solid Geometry studies some of the basic theorems, with a minimum of 
emphasis on formal proofs. Emphasis is rather placed on special, three dimension 
imagination and perception, developing and using measurement formulas and on 
neatness and accuracy in drawing. 
Further development of algebraic concepts such as are found in the study of 
permutations and combinations, probability, theory of equations, progressions, 
inequalities and mathematical induction. Introduction to analytic geometry may be 
included. 
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~!TUSTmSS ARITHMETIC 10. This course attempts to present the math that one would 
need in everyday activity. It deals with problems in the home and community. 
A good deal of time ia spent reviewing fundamentals andcbing problem-solving. 
It applies fundamentals in buying, selling, banking, borrowing, transportation, 
percents, commission, discounts and interest. We have experiences in insurance. 
Social Security and income tax. We then discuss basic geometry and algebra, and 
develop their knowledge in measurements. 
GENERAL MATH 10: Emphasis is placed on the fundamentals of arithmetic in order to 
fix habits of correct computation. There is also a further explanation of difficult 
cases in decimals and percentages. Considerable attention is given to the social 
applications of mathematics in every day life. There is also some work from the 
fields of algebra, geometry and trigonometry. 
Music 
MUSIC APPRECIATION: Primarily a lecture and demonstration course to acquaint 
students with the basic structure and forms in music. Students study contemporary 
music including, jazz as well as classical music and their contributions to our 
culture. Emphasis is placed on America’s contribution to music with discussions 
and listening to jazz, America’s only musical art form. No previous vocal or 
musical experience is needed. 
VOCAL MUSIC: Offered at all grade levels for those students interested in learning 
the fundamentals of vocal performance, either with a group or as a soloist. All 
aspects of vocal techniques, such as diction, phrasing, improvement of voice 
quality, breath control, etc., are studied. No previous vocal or musical experience 
is needed. 
CHORUS: Offered at all grade levels as a performing media for interested singers. 
Music performed includes sacred and secular compositions. Chorus performs at 
numerous high school functions and makes guest appearances in area schools. 
MADRIGAL: Selected group of the top vocal students found in vocal music class and 
chorus. Performs more difficult literature in the concert field usually 
unaccompanied. Presupposes some previous musical study. 
Art 
The curriculum in art is designed to not only give the student an introduction to 
and understanding of the various media associated with the world of creative art, 
but to also stress a personal appreciation of the many aesthetic problems connected 
with these end results. Each phase of the art course is therefore directly related 
to the other parts. As in any course - emphasis is given to fundamentals from the 
start - that is to say "First we crawl". 
Areas of individual expression include form, color, texture, and design. Each of 
these is explored in its #wn particular manner, and the student is assigned problems 
correlating his learning and discovery with 'respect to drawing, painting, ceramics, 
and sculpture. 
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The Health Education Course is divided into four basic units of instruction: 
1. Safe Driving - To provide the student with the principles of safe automobile 
operation. The successful completion of this unit entitles 
a boy or girl to enroll in the road training course. 
2. Hygiene - To provide a basic understanding of the structure and function of 
the human body and to foster desirable attitudes toward healthful 
living. 
3. Mental Health - To provide an awareness of the characteristics of a healthy 
personality and an understanding of emotions. 
4. First Aid - To learn the immediate and temporary course of action in 
emergencies. 
Physical Education 
BOYS' GYM: The aim of the Physical Education Program is to enhance the physical, 
emotional and social development of the student through physical activity, specific 
objectives are attained through carefully selected activities including touch 
ffiotball, soccer, wrestling, basketball, gymnastics, softball, track and various 
games of low organization. 
GIRLS' GYM: An over-view of the total girls' physical education program is as 
follows: 
Class activities: Physical fitness exercises 
Skills in all sports: field hockey, soccer, volleyball. 
Basketball, softball 
Square dancing 
Apparatus and Tumbling 
Clubs Bowling, trampoline, leaders' club 
Intramurals Field hockey, soccer, basketball, softball, volleyball 
NAME 
Last 
PROGRAM FOR GRADE 
First 
COLLEGE PREPARATORY COURSE OF STUDIES 
LIBERAL ARTS SCIENCE 
Subject Course Per. Credits Subject Course Per. Credits 
• 
• Number Number 
GRADE IX GRADE IX 
English 101 5 5 English 105 5 5 
World Geog. 101 5 5 World Geog. 105 5 5 
Algebra 101 5 5 Algebra 105 5 5 
Gen. Sci. 101 5 5 Gen. Sci. 105 5 5 
Latin or o 101 5 5 Latin or a 105 5 5 
French or a 101 5 5 French or a 105 5 5 
Spanish a 101 5 5 Spanish a 105 5 5 
Phys. Ed. 2 1 Phys. Ed. 2 1 
Art o 121 3 lk Art a 121 3 lk 
GRADE X GRADE X 
English 201 5 5 English 205 5 5 
World Hist. 201 5 5 World Hist. 205 5 5 
Latin or D 201 5 5 Latin or o 205 5 5 
French or a 201 5 5 French or a 205 5 5 
Spanish a 201 5 5 Spanish D 205 5 5 
Algebra 201 5 5 Algebra 205 5 5 
Biology 201 5 5 Biology 205 5 5 
Phys. Ed. 2 1 Phvs. ’Ed. 2 1 
Art n 221 3 Ik Art a 221 3 lk 
GRADE XI GRADE XI 
English 301 5 5 English 305 5 5 
U. S. Hist. 301 5 5 U. S. Hist. 305 5 5 
Geometry 301 5 5 Geometry 305 5 5 
Latin or a 301 5 5 Chemistry 305 7 5 
French or a 301 5 5 Mech. Dr. 305 3 lk 
Spanish and a 301 5 5 Phys. Ed. & Health 5 4 
Latin or a 101 5 5 
French or a 101 5 5 
Spanish or a 101 5 5 
German a 101 5 5 
Phys. Ed. & Health 5 4 
GRADE XII GRADE XII 
English 401 5 5 English 405 5 5 
U. S. Hist. 401 5 5 U. S. Hist. 405 5 5 
Chemistry or a 401 7 5 Trig. & Ad. Math 405 5 5 
Physics o 401 7 5 Physics 405 7 5 
Latin or a 201 5 5 Phys. Ed. 2 1 
French or o 201 5 5 French a 301 5 5 
Spanish or a 201 5 5 Spanish a 301 5 5 
German u 201 5 5 Latin a 301 5 5 
Phys. Ed. 2 1 Biology a 401 5 5 
^Language a 401 5 5 Phys. Sci. a 401 7 5 
Type a 211 5 2k Type a 211 5 2k 
Pub. Sp. a 321 5 5 Pub. Sp. D 321 5 5 
Journalism a 401 5 5 Mech. Dr. a 321 5 2k 
Art ij 321 5 2k Journalism D 401 5 5 
Music Appr. 0 321 5 5 Art a 321 5 2k 
Mech. Dr. a 221 5 2k Music Appr. o 321 5 5 
^Specify (ex.: Latin 101) • 
I have discussed my child's program and agree to the subjects designated above 
PRESENT COURSE PURSUED 
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NAMES _ 
Last 
_ PROGRAM FOR GRADE: 
First 
BUSINESS COURSE OF STUDIES 
Subject Course 
Number 
Per. Credits Subject Course 
Number 
Per. Credits 
GRADE IX GRADE X 
English 111 5 5 English 211 5 5 
World Geog. 111 5 5 World Hist. 211 5 5 
Gen, Sci. 111 5 5 Bus. Arith. 211 5 5 
Gen. Bus. 111 5 5 Biology 211 5 5 
Phvs. Ed. 2 1 Type 211 5 2h 
*Algebra a 101 5 5 Phvs. Ed. 2 1 
*Pen. & Sp. a 111 5 2% Art a 221 3 1% 
*Art a 121 5 2% 
3 1% 
*Conv. Fr. a 121 5 5 
*Must elect at : least one. 
GRADE XI GRADE XII 
English 311 5 5 English 411 5 5 
U.S. Hist. 311 5 5 U.S. Hist. 411 5 5 
Type 311 5 2% S-T-0 or D 411 15 11 
Steno. or o 311 5 5 Bookkeeping & O 411 5 5 
Bookkeeping o 311 5 5 Off.Mach, or a 411 5 3 h 
Phvs. Ed. & Health 5 4 Of. Pr. or a 411 5 3% 
Algebra a 101 5 5 Type a 211-311 5 2h 
^Language a 101 5 5 Phys. Ed. 2 1 
Pub. Sp. a 321 5 5 ^Language a 201 5 5 
Art a 321 5 2\ Bus. Law a 411 5 5 
3 1% Sales. a 411 5 5 
Music Appr. a 321 5 5 Pub. Sp. a 321 5 5 
Joum. o 401 5 5 
May take one elective Art a 421 5 2\ 
3 ih 
^Specify (ex: Spanish 101) Music Appr. a 321 5 5 
MUST take one elective 
I have discussed my child's program and agree to the subjects designated above 
PRESENT COURSE PURSUED Signature of Parent or Guardian 
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Last First 
GENERAL COURSE OF STUDIES 
Subject Course 
Number 
Per, Credits Subject Course Per. Credits 
Number 
GRADE IX GRADE X 
English 121 5 5 English 221 5 5 
World Geog. 121 5 5 World Hist. 221 5 5 
Arith. or D 121 5 5 Arith. or a 221 5 5 
Algebra a 101 5 5 Algebra a 201 5 5 
Gen. Sci. 121 5 5 Biology 221 5 5 
Phys. Ed. 2 1 Phvs. Ed. 2 1 
Conv. French a 121 5 5 *Language a 101 5 5 
Home Making a 121 8 4 Type a 211 5 2h 
Art n 121 5 2% Art D 221 5 2% 
3 1% Mech. Dr. D 221 5 2% 
Home Making a 221 8 4 
GRADE XI GRADE XII 
English 321 5 5 English 421 5 5 
U.S. Hist. 321 5 5 U.S. Hist. 421 5 5 
Earth Sci. 321 5 5 Senior Sci. 421 5 5 
Phys.Ed. & Health 321 5 4 Phvs. Ed. 2 1 
Algebra a 201 or 101 5 5 Consumer Ec. a 421 5 5 
Geometry 0 301 5 5 Algebra a 101-201 5 2 h 
'Language 201 or 101 5 5 Geometry a 301 5 5 
Type £7 211 or 311 5 2% ^Language a 201-301 5 5 
Cler. Pr. jn 321 5 5 Bus. Law o 411 5 5 
Sales. (J 321 5 5 Type a 211-311 5 2% 
Pub, Sp. o 321 5 5 Office Pr. a 411 5 3% 
Mech. Dr. tj 321 or 221 5 Cler. Pr. a 411 5 5 
Home Making a 321 10 5 Sales. a 411 5 5 
Art a 321 5-3 2%-l% Pub. Sp, a 321 5 5 
Music, Appr. a 321 5 5 Mech. Dr. D 421-321 
221 5 2h 
Journalism O 401 5 5 
Family Liv. O 421 5 5 
Home Mak. D 421 10 5 
Art a 421 5 2% 
• Music Appr. D 321 5 5 
^Specify (ex: Spanish 101) 
* w 
At least one 
\. 
elective MUST he taken each year. 
I have discussed my child's program and agree to the subjects designated above 
PRESENT COURSE PURSUED Signature of Parent or Guardian 
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_ PROGRAM FOR GRADE 
Last First 
PRACTICAL ARTS COURSE OF STUDIES 
Subject Course 
Number 
Per. Credits Subject Course 
Number 
Per. Credits 
GRADE IX GRADE X 
English 121 5 5 English 221 5 5 
World Geog. 121 5 5 Arith. or Z7 221 5 5 
Arith or a 121 5 5 Algebra a 201 5 5 
Algebra a 101 5 5 Biology 221 5 5 
Gen. Sci. 121 5 5 Mech. br. 121 3 ih 
Gen. Shop or a 121 S 4 Gen. Shop or O 221 10 5 
Print a 121 8 4 Print or a 221 10 5 
Phys. Ed. 2 1 W. Work or a 221 10 5 
Auto a 221 10 5 
Thys. Ed. 2 1 
GRADE XI GRADE XII 
English 321 5 5 English 421 5 5 
U.S. Hist. 321 5 5 U. S. Hist. 421 5 5 
Earth Sci. 321 5 5 Senior Sci. 421 5 5 
Gen. Shop or a 321 10 5 Gen. Shop or a 421 10 5 
Trint or a 321 10 5 Print or a 421 10 5 
W. Work or a 321 10 5 W. Work or a 421 10 5 
Auto D 321 10 5 Auto a 421 10 5 
Phys. Ed. 2 1 Phvs. Ed. 2 1 
Health 3 3 Art 121 3 1 
I have diieusaed my child's program and agree to the subjects designated above 
PRESENT COURSE PURSUED Signature of Parent or Guardian 
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The Royal McBee Punch Card 
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APPENDIX V 
Direction Sheet For Filling Out Punch Cards 
HOMEROOM TEACHERS: The success of this card depends a great deal on the 
carefulness used by the student in making the card out. 
Each homeroom teacher has a key role to play in the directions they 
should give to their classes. 
You will notice the top of the scheduling card includes, Alpha Code, 
Class, Boy or Girl, Course, Homogeneous Grouping plus other miscellaneous 
data. Starting in the upper left hand corner with English and going in a 
counter-clockwise direction the subjects are listed in the order that they 
should be entered under column number one (Subject). 
Have the students follow a step by step pattern of making out the 
program card. 
INSTRUCTIONS TO THE STUDENTS: 
Pencils down, and listen for the instructions. Write only when told 
to do so. 
Pencils ONLY are to be used, and all cards are to be PRINTED. 
The name will be printed with the LAST NAME -FIRST NAME - MIDDLE INITIAL. 
The BIRTH DATE - MONTH, DAY, AND YEAR (Reminder: not born in 1960) 
ADDRESS 
PARENT - father's name or legal guardian 
PHONE NUMBER 
CLASS: NEXT YEAR'S CLASS 
LOCKER NUMBER, this year's locker. Same lockers will be used next 
year. 
PREVIOUS SCHOOL 
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Then encircle on the top of the card the proper COURSE - BOY or 
GIRL - CLASS. Instruct them, also, to indicate each subject to be taken 
by encircling its name near the punched hole. The students should now 
take their program sheets and list under Column I, the subjects they chose 
to take for the coming year. The order to be followed is to start with 
English on the upper left hand corner of the card and to follow in a 
counter clockwise direction around as far as physical education. Note: 
Activities including chorus, glee club, and band and bus do not have to 
be listed under Column I, but must be encircled in the printed list of 
subjects and activities. 
Great care should be taken that the FULL course subject name and 
number is recorded, such as English 201 in grade 10, college course, not 
just English; arithmetic 221, not just arithmetic; Latin 201, not just 
language II. 
Please note that the following subjects that appear on the program 
sheet are not listed on the schedule card: French III, consumer economics, 
advanced math, general shop 10, auto mechanics 10, general shop 11, 
general shop 12, Latin IV and Spanish III. In such a case, please list 
these subjects and course numbers under Column I only. Aside from 
Column I, make no marking (encircling) on the schedule card for these 
unlisted subjects. 
For students that are absent, please have a very reliable student 
make the card out; filling in only the NAME and SUBJECTS under column 
number one, and encircling course, boy or girl, and next year's class. 
Collect the absentee cards and programs, keep them together, and so 
72 
indicate when sending back to the office. 
After the cards are completed, collect in alphabetical order, the 
program sheet and scheduling cards separately. You will then have three 
sets of papers to send back to the office: (1) the program sheets, 
(2) the scheduling cards, (3) the absentee program sheets and scheduling 
cards together. 
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APPENDIX VIII 
8:00 
8:03 
8:03 
8:43 
9:31 
10:16 
10:26 
11:42 
11:14 
12:11 
11:14 
12:37 
12:42 
1:30 
Daily Time Schedule 
19 6 0 - 19 6 1 
BELL SCHEDULE 
First Bell 
Tardy Bell 
8:40 Homeroom - Activity Period 
9:28 Period I 
10:16 Period II 
10:24 Recess 
11:11 Period III 
11:11 - 11:39 1st Lunch A. 
11:42 - 12:08 2nd Lunch B. 
12:11 - 12:37 3rd Lunch C. 
12:37 Period IV for Lunch A Pupils 
11:42 Period IV ^ for Lunch B Pupils 
12:37 Period IV^ for Lunch B Pupils 
12:11 Period IV for Lunch C Pupils 
12:42 Lockers 
1:27 Period V 
2:15 Period VI 
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